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If a student transfers into your class, follow the 

instructions below to locate the previous grade. 

1. Select the backpack for the class from PowerTeacher. 

2. Select the student. 

 

 

 

 

 

 

 

 

 

3. Select “Quick Lookup” from 

the Select screens dropdown 

menu.  

4. Select “Show dropped classes also” 

to see class student was 

transferred from.  

     

 

 

 

5. To see individual assignments and grades, 

click on the grade from the previous 

teacher/quarter.    
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6. Launch the Gradebook. 

7. Select the appropriate Quarter. 

8. Add an assignment called “Transfer Grade”.  If adding an end-of-quarter grade, use 

dates that fall within the quarter.  Use the sample below to complete the 

assignment. 

9. Save the assignment and enter the student’s transfer grade.

  

10. To excuse the remaining students from the assignment, 

right-click on the assignment name and select “Fill Scores”. 
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11. In Fill Assignment Scores, select “Items with No Score” then put a check in the 

boxes to the left and right of “Exempt”. 

12. Click “OK”. 

13. Click “Save”.  

   


